Teachers, school counselors, and educational leaders should learn, or become familiar with, APA style because of their important role as consumers and authors of research. By consuming and sharing the results of research in a standardized format, educators are able to efficiently share best practices to a broad audience which in turn helps other educators meta-analyze results and use those findings to coordinate their efforts in improving student learning. The sixth edition of the Publication Manual of the American Psychological Association (2010) provides the means by which students and educators can communicate. This manual contains considerable information for the student or educator to process. Thus, this manuscript was created as a tool to support those who are learning the style by providing additional examples and also by providing access to a downloadable checklist to assist in meeting APA style requirements. This manuscript represents a supplement to the style manual that will help the reader further consider paper organization, ethical considerations, construction of tables and figures, typing instructions, citing within text, and referencing resources.
APA STYLE 6 TH EDITION
Using the Sixth Edition of the APA manual: A Guide for Students
One of the goals of a researcher is to communicate findings clearly and concisely. Good writers take the viewpoint of the reader in order to determine or decide how best to clearly present the information. Effortless reading of information invariably stems from authors putting forth a lot of work to make it easy to read and understand. To facilitate the understanding of the intended audience, good writers also give considerable attention to how the content in a manuscript is organized. By engaging in these activities, good writers become adept at organizing their thoughts and analyzing information. A fortunate consequence of this process is that it helps develop critical thinking and writing skills related to the upper levels of the Bloom, Englehart, Furst, Hill, and Krathwohl (1956) taxonomy of cognitive objectives.
To this end, we believe that the use of the American Psychological Association (APA) style guide is important for teachers, school counselors, and educational leaders. In helping practitioners use the style manual, providing an explanation for why there is a need for a system that guides writing in education and the social sciences is essential. Without a coherent argument for such a system, practitioners may view writing in APA style as a burdensome hurdle to navigate instead of as a means to efficiently and clearly communicate within a discipline.
There are at least two plausible reasons why a universal format is helpful. First, papers organized and executed in a common manner allow the reader to focus his or her time and effort on understanding and reacting to the content of the writing, not the format. This helps the readers of your work efficiently consume the written material by being able to anticipate the information being presented next. For example, if one wanted to know the operational definitions of the variables mentioned in the abstract or introduction, then one would only need to turn to the procedure section of the article.
APA STYLE 6 TH EDITION Second, being familiar with the style guide will not only help a writer, but will also help a consumer of journal text. By learning the setup and organization of the style, one will understand the framework and blueprint that other researchers are using. This knowledge should enable one to more quickly determine the research most relevant to a particular situation. When systematically written, other researchers are able to properly replicate and, if appropriate, metaanalyze previous work by knowing which specific sections contain the relevant information.
While we see these two reasons as important, we recognize that students are often overwhelmed by the APA manual, and learning APA style for the first time seems like a very daunting task. By summarizing the key aspects of the manual, the learning process for beginners is simplified by focusing their attention to most relevant aspects of the manual. The purpose of this paper is to help readers use the newest version of the manual, the sixth edition, in their own research and writing. We believe this paper will help both writers and readers of research in education and the social sciences.
This article provides an overview to the latest edition of the Publication Manual. The fundamental requirements or guidelines are covered to provide a synopsis of APA style. We extracted what we believe are the fundamental requirements for those required to use this editorial style of report writing. The information provided in this article reinforces, rather than replaces, the Publication Manual.
Paper Organization
APA style refers to editorial style rather than how one expresses an idea. Editorial style involves how manuscripts or papers are formatted; it allows for consistency in presentation across authors. As such, format of an APA style paper provides rules or guidelines for how scientific or academic reports are organized. The standards set forth in the Publication Manual are widely used in other disciplines.
An APA style manuscript is organized into four main sections (i.e., introduction, Method, Results, and Discussion). Each of the main sections is typed on continuous pages with subsections specified in the Method section, which will be described later. The Publication Manual recommends that one's writing reflect an economy of expression and the consistent use of verb tense. These two overall recommendations keep the reader focused and help facilitate the flow of thought. Past and present perfect tense (e.g., participants had completed) are suggested for the introduction and Procedure sections when discussing prior events. Past tense alone and present tense, respectively, are recommended for the Results and Discussion sections.
Although not directly mentioned, the Participants, Apparatus, and Materials sections are presented in past tense, active voice. There are exceptions to the use of past tense in these, and other, sections in the Publication Manual. For example, when describing a published instrument in the materials section, the use of the present tense is appropriate. The Abstract is written using the same verb tense from the section(s) where the content is obtained.
The use of first person pronouns (I and we) is preferred over more ambiguous third person pronouns (e.g., the researchers) when referencing the author(s) of the study. The use of the second person (you) is not explicitly mentioned in the manual, though one should use good judgment when deciding whether to use it. The manual is explicit in its recommendations to avoid the use of colloquial expressions, jargon, and ambiguous pronouns. It also makes specific recommendations on the use of comparisons and attributions (i.e., third person, anthropomorphism, and the editorial we). http://mypages.valdosta.edu/mwhatley/3600/apaformat2007.pdf
The first page of an APA style paper is the title page. All APA style papers have a running head, which consists of a brief title that serves as an article identifier for readers, and pagination. The running head is located .5 inch down from the top of the page above the 1 inch margin and is left-justified. The page numbers are typed flush with the right margin. The remaining parts of the title page are center justified in the upper half of the page, and include the title, author(s), and affiliation of each of the author(s). In 12 words or less, the title of the paper should succinctly identify the nature of the investigation and variables/issues studied. In the title, wording such as investigation of . . . or study of . . . is avoided because such wording unnecessarily increases the length of the title and can pose problems for indexers. The name(s) of the author(s) is presented below the title followed by each author's institutional affiliation(s)
underneath.
Under the institutional affiliation, an author note is likely to be included for manuscripts being prepared for publication. The format of the author note is to type the words Author Note and center them on the page. Although no specific rules exist for how far down from the institutional affiliation the author note should begin, we suggest spacing down twice. The author note consists of up to four paragraphs of information, but we suggest that department affiliation and contact information, at a minimum, be provided. Each paragraph begins with a .5 inch tab indent. The first paragraph provides information on the department affiliation of each author.
The second paragraph provides information on any changes in the affiliation of an author. The third paragraph is where acknowledgments are provided for those who assisted in the development and/or critiquing of the study in a meaningful manner. The last paragraph provides contact information of the author who should be contacted for additional information.
The Abstract begins on the second page. It is typically a 150-250 word summary of the manuscript providing an overview of the content. In essence, the abstract is a blocked, single paragraph representing each of the four main sections of an APA style paper. Because the abstract contains the first words the reader encounters, the author should take great care to write in a clear and concise manner because not doing so could result in the reader choosing to avoid the article altogether. The Publication Manual provides very detailed information on writing the abstract in section 2.04 (pp. 25-27).
The introduction begins on the third page and is headed by the title of the manuscript exactly as it appears on the title page (centered using upper and lower case letters). The heading Introduction is never used. The purpose of the introduction is to provide the rationale for why the study is being conducted and to address the particular theory or theories being used as a basis for the study. A well-written introduction can be developed along any number of guidelines or The Apparatus (i.e., equipment) or Materials (i.e., measures and/or covariates used) section(s) provide descriptive content of the measuring instruments used so that such descriptions do not interrupt the flow of the procedure section. For apparatus, the description should identify model number(s) and supplier information. In the case of complex or custommade equipment, a drawing or illustration of such equipment can be included in a figure or appendix. Typical laboratory equipment can be mentioned without going into a detailed description. For materials, the description should include the trait(s) the instrument was designed to measure, sample items, response options, items that are reverse scored, the meaning of a lower or higher score, special instructions, and psychometric information (i.e., past reliability and validity, if available, and the reliability of the measure in the present sample).
The Procedure section is perhaps the most straightforward part of an APA style paper.
In this section, an exact description detailing how the experiment was conducted is provided. It specifies what was done in all conditions/phases of the study (e.g., instructions, method of manipulation, debriefing, etc.). Additionally, the procedure section is typically written in past tense from the point of view of the participant. The information contained within the procedure section should provide enough detail so that the procedures could be replicated by the reader.
Results
After the Method section, the Results section begins with a level 1 heading. In this section, one reports the finding(s) in an unbiased manner. All findings are explicitly stated without interpretation; as Officer Joe Friday stated in multiple episodes of Dragnet, "All we APA STYLE 6 TH EDITION want are the facts" (Hayde, 2001, pp. 72-73) . As previously stated in the participants section, the author(s) may prefer to include the method used to assign participants to conditions and the number of participants in each condition in this section. If an author prefers to do so, then we recommend including such information in the first paragraph of this section. We also recommend specifying which effect size will be reported. For example, Figure 1 illustrates an interaction from a hypothetical 2 x 2 analysis of variance.
The caption is presented below the figure and in the same font as the figure labels (i.e., Arial, Futura, Helvetica, or other sans-serif font). The label of the independent variable along the horizontal axis is presented in boldface type using upper and lower case letters as is the dependent variable label along the vertical axis. The levels of the independent variable along the horizontal axis, within the figure itself, and the values along the vertical axis are presented in regular typeface in upper and lower case letters. The caption begins with the italicized identifier " Figure 1 ." followed by a descriptive phrase that serves as the title of the figure. One presents additional clarifying information after the descriptive phrase, because, as with a table, the figure should be self-explanatory. A general rule is to use line graphs when illustrating continuous categories of data and bar graphs to represent discrete categories or data.
As previously stated, the results section contains "just the facts" and any interpretation of the data is limited to a description of the findings. One may find a description of the results containing a statement illustrating support of the hypothesis, for example, "Contrary to the hypothesis regarding attractiveness, an attractive witness was not found more believable than an unattractive witness." An inappropriate statement would be: "The results are inconsistent with Camaro (2010)." The previous statement is an interpretation of the data, which more appropriately belongs in the discussion section.
Discussion
The Discussion (level 1 heading) begins with an interpretation of the findings as they relate to the hypothesis(es). In essence, the purpose of this section is to inform the reader what has been learned in a clear and concise manner. This section may include methodological limitations, alternative explanations of the findings, theoretical implications, application(s) for applied settings, and future research suggestions. Some suggest that this section is perhaps the most difficult part of the paper to write.
Each hypothesis is discussed in a single paragraph to avoid confusing the reader. Often, the discussion section is opened with an account of how well the data supported the hypothesis.
Then, the results are re-stated describing the pattern of findings for the majority of participants.
Next, the findings are compared to the relevant literature reviewed in the introduction in terms of the findings supporting or failing to support past research. There likely will be studies which the present results support or fail to support; the author(s) job is simply to state which studies are supported and refuted by the current findings, and perhaps why.
For each investigation, a theoretical framework is typically used to examine the phenomena under study. As such, the theoretical importance or relevance of the findings must be discussed. For example, how do the results support and/or refute the theory? The implications of these findings are often developed in one or more paragraphs. The author(s)
should be reasonable and justified when discussing how the findings impact theoretical or applied problems.
No single study is perfect. There are always aspects of a study that, in retrospect, we would change if we could. A discussion of known or plausible or possible concerns of the study should be addressed. A common concern involves the generalizability of the findings due to the sample of participants used in the study that may pose problems for replication with other populations. Research is often criticized on the use of a relatively narrow and/or biased participant sample (e.g., college students), but such a criticism does not mean that the research is flawed. In fact, such criticism must present a strong argument why such findings would not be present in other populations. One benefit to more and varied individuals attending colleges and universities is that generalizability becomes less of a criticism.
The concluding paragraph of the discussion should be broad and have a closing statement. This statement should end the discussion on a high note or in a powerful way. The recommended practice is to focus on the most important findings related to the problem statement or hypotheses, limit speculation, and avoid rationalization of statistical results that were not significant. 
Ethical Considerations
With acknowledgement of possible ethical conflicts related to research and scholarship, Additionally, researchers are expected to maintain confidentiality and avoid exploitation of participants. This may prove particularly challenging when presenting case studies within a manuscript. When using case studies, authors may choose to allow participants to review the paper and then obtain written consent for publication before submission or change various aspects of the case slightly to preclude identification of participants. As previously stated, authors are required to certify in writing that they have followed all ethical standards in conducting their research when submitting a research study for publication. For more information on ethical standards, see the Ethical Principles of Psychologists and Code of Conduct available at www.apa.org/ethics/code2002.html
Conflicts of Interest
Conflicts of interest resulting in real or perceived bias may negatively influence research and scholarship by compromising scientific objectivity. To document research integrity, authors submitting a manuscript for publication are asked to certify in writing any conflicts of interests or affiliations with products or services referenced in the manuscript. As an additional safeguard, authors may choose to disclose any relationship or affiliation that may be perceived as a conflict of interest in the author note of the manuscript.
Intellectual Property Rights
Authorship credit (i.e., order of authorship) is based upon the individual's unique contribution to the publication. Usually, the ordering reflects the contribution of each author from greatest to least. Minor contributions may be acknowledged and credited in a footnote or introductory statement of the manuscript. Before a paper is submitted for publication, all authors must be in agreement with the order of authorship credit as well as the content of the paper.
Typing Instructions
1. Find additional typing instructions in chapter 4, pp. 87-124, of the manual. Text following a level 3 heading begins on the same line as the heading. All headings should be brief (i.e., 2 or 3 words) and describe the section being introduced. Examples of levels 1, 2, and 3 are presented below.
Level One Level Two
Level three. Refer to pp. 62-63 (sections 3.02-3.03) of the Publication Manual for additional information on headings, including levels 4 and 5.
11. Words and phrases are typically not emphasized through the use of bold print, underlining, single/double quote marks, or all uppercase characters. Instead, writers must construct sentences so that emphasis is understood. The exceptions to this rule are described and illustrated in words from the source are used and are in the same order, then the rules for quoting need to be followed. All paraphrased works must also be cited within the body of the paper unless a single article is being reviewed. Always paraphrase accurately. Citations for paraphrased works require the surnames of the authors and the date (one is strongly encouraged to also cite the page(s) where the paraphrased content is located). Cite as early in a paragraph as possible. Once a source is cited, the reader understands that everything from that point forward is from either that source or the author, until another source is cited. Cite the appropriate source as you move from information in one source to information from another source, then back to the original. If citing a source in a paragraph parenthetically [i.e., name, date], later citations to that source in the same paragraph require the date of the source. If citing the author(s) in text with the date given parenthetically, later citations to that source (in the same paragraph) do not require the date parenthetically.
When a work has multiple authors, link the last author's name with the others using an ampersand (&) if the citation is in parenthesis; otherwise the word and is used (see examples below).
2. Use only the sources that you have actually read. If there is no alternative to the use of a secondary source, the guideline presented in section 6.17 (p. 178) must be followed. The first time a work is cited, all authors (if five or less) are cited in order, by their surnames. Sources with only one or two authors require that their surnames be reported each time the work is cited.
Works with three to five authors, require that all of their surnames are given in the first citation.
Later citations to that source will give the first author's last name followed by the expression et al., date, and specific page number(s). If the work has more than five authors, all citations to that source consist of the primary author's surname followed by et al. When a point is made by multiple sources, alphabetize them using the primary authors' surnames in the parenthetical citation, and separate each source with semicolons.
Example of a Long Quote with Multiple Sources
Richard Whelan (1998) indicated that "the profession [teachers of students with disabilities] has not adopted the principles of effective teaching" (p. 53). Gunter and Denny (1998) suggested that Whelan's position seems to be supported by the limited research available; they concluded that the procedures recommended in the steps of effective instruction are not demonstrated by teachers of students with behavior disorders.
This conclusion is based on a series of investigation conducted in classrooms for students with emotional and behavioral disorders (e.g., Gunter, Jack, Shores, Carrell, & Flowers, 1993; Shores et al., 1993) . In these studies, a sequential analysis technique was used to determine interaction patterns between students and their teachers. (Gunter, Hummel, & Venn, 1998, p. 6) 3. Obtain permission to quote when necessary. APA-copyrighted works require written permission before using 500 or more words from a single source. Quotations from a single source should be limited to fewer than 500 words.
4. A complete quotation of 39 or fewer words should be incorporated within the paper's text, begun and ended with double quotation marks (i.e., " "), and must be followed by a parenthetical reference citing the author(s), date of publication, and the page(s) where the quotation is printed.
Example A: Embedded Text Reference for Paraphrasing
Although many behavioral scientists feel that punishment should never be used, Deitz and Hummel (l978) describe two situations where it may be ethical to use the procedure.
Example B: Embedded Text Reference for Paraphrasing
There are two situations where punishment procedures may be warranted: When all other deceleration methods have failed or when the behavior is a clear and present danger to self or others (Deitz & Hummel, l978, p. 81 ).
Example C: Embedded Text Reference for Direct Quotations
Using punishment instead of other procedures to decelerate behavior is problematic.
"Punishment should be reserved for only very serious misbehaviors and should be used only when other alternatives have been exhausted" (Deitz & Hummel, l978, p. 81) .
Example D: Embedded Text Reference for Direct Quotations
Using punishment to decelerate behavior is problematic. According to Deitz and Hummel (l978) , "Punishment should be reserved for only very serious misbehaviors and should be used only when other alternatives have been exhausted" (p. 8l).
triangle on the ruler bar) value to .5 inch. Long quotes are presented without quotation marks and end with the original punctuation, followed by a parenthetical reference that cites the page(s)
where the quoted materials are located in the original work (the parenthetical citation is not followed by punctuation).
Example E: Direct Quotation Longer Than 39 Words
In schools, punishment is one of the most widely used procedures to decrease behavior because teachers are not familiar with other deceleration procedures, and because it works quickly and effectively.
The decision to use punishment should be made carefully. Special consideration should be given to whether or not the procedure can be implemented properly. If implemented correctly, punishment will reduce a misbehavior faster and more efficiently than any other reductive technique. However, in many cases, once the procedure is stopped, there is a high probability that the misbehavior will return to its original level unless the child has been taught alternate, desirable behavior that can be done instead of the misbehavior. (Deitz & Hummel, l978, p. 96) 
Example F: Direct Quotation Longer Than 39 Words
Punishment is one of the most widely used procedures to decrease behavior in school settings because teachers are not familiar with other deceleration procedures, and because it works quickly and effectively. Still, Deitz and Hummel (l978) do not advocate reliance on punishment:
The decision to use punishment should be made carefully. Special consideration should be given to whether or not the procedure can be implemented properly. If implemented correctly, punishment will reduce a misbehavior faster and more efficiently than any other reductive technique. However, in many cases, once the procedure is stopped, there is a high probability that the misbehavior will return to its original level unless the child has been taught alternate, desirable behavior that can be done instead of the misbehavior. 
Constructing References
1. The list of references is always started on a new page.
2. The word "References" should be centered at the top of the page in regular typeface.
3. References are presented in alphabetical order using the primary author's surname of each source only for sources directly cited in the manuscript.
4. Use only a single space after all punctuation in a reference section.
5. The first line of each reference is flush with the left margin. All other lines in a single reference are indented. Again, use the tab key or move the hanging indent (i.e., the lower triangle on the ruler bar) value to .5 (i.e., the longer tick-mark halfway to the #1).
6. The general format for a book reference includes the following components. First, all authors are listed (in the order in which the names appeared on the original manuscript) by their surname followed by the initials of their first and middle name (if known). The date of publication is presented in parentheses after the listing of authors, and is followed by a period. The italicized title follows the publication date, and only the first word of the title is capitalized with two exceptions: Proper nouns are capitalized and when the complete title of the book has a colon, the first letter of the word following the colon is capitalized if it is an independent clause. If the book is a second or later edition, after the title, in parentheses without italicizing, the edition is indicated using the following type of abbreviations: (2nd ed. Wadsworth Cengage Learning.
7. Journal references include many of the same components used in book references, and begin with a listing of the surnames and initials for all authors (if the source has 7 authors, list all their surnames and initials; if there are more than 7 authors, cite the names and initials of the first six followed by 3 ellipsis points and the last author's surname and initials.), separating each author with commas. An ampersand (&) is used instead of the word and before the surname of the last author (if 7 or fewer). The date of publication, in parentheses, comes after the authors' names, and is followed by a period. Only the first word in the article's title is capitalized (again, proper nouns such as a person's name or use of a colon in the title require additional capitalization). The article title is followed by period. The next part of the journal reference is the name of the journal, italicized, with each word capitalized except for articles, prepositions and conjunctions (e.g., a, of, and), followed by a comma, and the numeric volume number, also italicized. When needed, issue numbers, in parentheses, follow the volume number with no space and typed in regular typeface. Issue numbers are only used when each issue of the journal begins with page 1.
A comma separates the journal's volume and the inclusive range of pages of the article. If an TH EDITION capitalized (exceptions include proper names and the word following a colon). The title is followed by a period. The last part of a convention paper reference is a short statement naming the group to whom the paper was presented and the city and state (abbreviated) in which the meeting was held. Pages 259-260 of Section 4.16 illustrate 5 types of references for papers, symposia, and posters.
Example of a Reference to a Paper
Reffel, J., Monetti, D., & Hummel, J. H. (2000, June) . Interactive cases enhance classroom management skills in educational psychology students. A paper presented at the annual meeting of the American Psychological Society, Washington, DC.
8. The primary function of all references is to efficiently allow a reader to access the source. Not all electronic sources provide all of the desirable components associated with a complete reference. The general format for referencing electronic media is: (a) author surnames and initials separated by commas in the order in which they appear on the paper, with the last author's surname connected to the others with an ampersand (&); (b) the date, in parentheses, of publication or copyright (if available) followed by a period; (c) the full title, italicized, ending with a period, and (d) either a retrieved from statement with a URL, or the manuscript's DOI that permits a reader to directly access the document. Do not end the reference with a period. 
Example of Electronic Media Reference

